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HOURS Cff' WORK 


1 . skm 

a# roe AM) ATTENDANCE MKHTS (CIA FORMS 1*0. 3^4*2 AND No. 3U«to) 

*• T*J» Attendance Report and Payroll Change Clip (CIA Fora No. 3k-k2, 
dated July 1953) will he used for headquarters employees paid Stem 
vouchared funds. 

b. Cpfidantial Funds Departmental Time and Attendance Report (CIA Fora No. 
3u4*2A, January l$"'!3i) will be used fear headquarters employees paid fro® 
confidential funds* 

®* Standard, daylight saving, or other tine, depending upon the tins observed 
locally where work is performed, shall be used in g«*k1»c entries on Tim 
and Attendance Reports to indicate the tine of day an employee worked, 

d. Daily posting to Tine and Attendance Reports will be necessary only far 
these employee e s#io take leave, perform night duty, or work coaoeismtorv 
Um, mrtlm, or on . holid*y. In thl. «y. th. Roporto ^Uroriert 
at all times the statu# of the employee on ary day during the pay period* 

e. The inolusive hairs of holiday, overtime, or compensatory tins worked by 
each eapl oyee will be reported by Time and Attendance Clerks under the 
Inelusive Hours ("I no. Hr#,”) section on the left of the fora. 

f . The tour of duty for an employee cl ai m in g night differential must bo 
indicated In the block at the top of the for®. 

g. Absence without official leave (AWQL) will be reported on Form No. 31*44? 
in the "AW0L" colmai and on Fora No. 3U4;2A in Ida "Other" <wi»w« and 
specified m AWQt in the "Resarks* column, Each Tim and Attendance 
^peri indicating AW0L will be supported by a written statement Stem the 
«plcywi*8 authorised supervisor confirming the reported absence without 
offic ia l leave. 

h* Military leave will be reported on Time and Attendance- Reports, Time and 
Attendance Clerks will obtain two copies or extracts of armed services 
oratersj one copy will be sufcwitted with the first Report ehrarfeg military 
leave and the second copy will be retained by the supervisor. If the 
military leave extend# beyond the first reporting period, additional 
nllitafy leave should be reported on a subsequent Time and Attendance 
Report and a reference made to the first Report submitted. 
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i. The actual hour* worked mat be reflected on Thao and Attendance Reports 
submitted on behalf of exports or consultants ployed under Personal 
Fervioe Contracts. 

Oat of the following ceiddf teat ions will be signed by the ©sport or 
consultant on the reverse of the lias and Attendance Report* 

(1) For those not drawing retirement pay from another Government service! 

*2 certify that for the days covered by this report during which 

1 was employed, I have not received nor will I claim eoapensatior. 
front any other Government agency," 

(2) Per those drawing retirewwit pay from the Armed Forces or the 
Foreign Servian of the United States* 

•I certify teat for tee day* covered by this report during which 

2 perferaed service m an Intermittent Consultant on a fee basis 
in the CIA , I have not receive nor will I claim eoc^eneatiou 
trm any other Government agency with the exception of retirement 
psy from tha (insert appropriate Service) ,* 

(3) For those drawing retirement pay trm Government agenesias other than 
tee Armed Forces or tee Foreign Service: 

*2 eertlfy that for the day* covered by this report, during which 
2 was employed, I have not received nor will I claim c©japens; tlan 
trm any other Cover moon t service with the exception of (ineort 
servioe designation)." 

J* Amended Time and Attendance aborts cause a great administrative burden in 
processing end every effort should be made to prepare reports accurately 
so as to avoid the subedit si on of amended reports to correct aaaH errors* 
Hatever, in cases where amended Time and Attendance Reports are dttnwd 
mmwmrj to effect correctiqne in pay far overtime, compensatory time, 
holiday or night differential, such reports will be accoapsaisd by a memo- 
randa** of reewewadation and Justification from the Adninisteative Officer 
concerned , 

k, When an employee is temporarily detailed to an office other than that to 
which he Is regularly assigned, the Tine and Attendance Clerk of the office 
of *e*al*r *ssiga»snt is responeiblB for forwarding tbs fine and Attendance 
Report to tee Payroll Office after having obtained certification of 
waited and leave taken fro®* the office to which such employee is temporarily 
detailed. 
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arai^ttendaacs ftepsrt of an employee who actually has . transferred 
r® ^otasr allotoat of vouebered funds will he f onrardad each pay period 
6J tat losing office to the gaining affic* for preparation until the losing 
orfiq gao lory or reeaivos a preprinted Tim and Attendance Report Trm. the 
Bran ch, W hen m employee resigns f r® the Agency or transfer® 
yojchered funds and confidential funds th* flat and At tendance 
Report will be certified in the usual warmer and forwarded to the payroll 
*ro» mioh the aaplqyee is baiag dropped at the close of business 
day ths separation or transfer is effective, with appropriate 

"Keaarks" 111 the cas * of & transfer,* the Time 

JJf ''’} ,€ric responsible fsr Hsporte of the- element to which 

the eaplcyee is transferred sill prepare a Report for the transferred 
amplx&m covering the reminder of the pay period, 

X n, Ca ^ ia volv ift£ oveipoyKonte or iaacaurance* resulting frae properly 
., rf*. ^bbendanco Reports, the Time a rad Attendance Clerks will 
” h - wynistrativaly responsible for erroneously certifying the correct- 
fl# tits Report to the eactent that such clerks haw knowledge of data 
affecting the reports. 

Reports mat bo p-epared with the utmost precaution and delivered by hand 

T *F $ 1 0fflc * 4 aot than h w* on the dondap 

following the close of the reporting period. 




OMniatarttatf, too Oiroctor of Training, th, Aroiotont 
“ d ?" f«taUnt Director for Coanaication, »Hj 


(1) Receive and distribute salary checks (Pays&nt Clerks), 

(§) Certify the correctness of and submit Ttrae and Attendance Reports* 

(3) Rwjuest spprewl of co*peicatory tine or overtiro© to be worked, 

b * Paragraphs 3,a.(l) and (2) will be forwarded 

to the Fiscal or finance division. Office of the bcaptr oiler, as appropriate, 
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Hate of person* indicated In Paragraph 3*a*(3) will be forwarded to 
the Budget Rivieicn, Office of the Controller, 

o* The above lists Bust be leapt current at all tinea, 

FOR THE DIRECTOR OF CTHTRAh lNTBLLI®NOEt 
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